State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 0230-5393-xxx 50022247 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Fiscal Services/Safe Drinking Water
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[] Supervisory [] Lead Person Linda Ng Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Theresa Nunez 6/9/09

P eg_c;j%rg of Activity

POSITION SUMMARY

Under the direction of the Chief, Safe Drinking Water Office (SDWO), the incumbent is responsible
to performs varied and critical services related to the SDWO's various financial assistance
programs. The Safe Drinking Water Office provides financial assistance to local agencies & public
or private water systems to meet the State drinking water standards.

ESSENTIAL FUNCTIONS

This position requires the incumbent to perform tasks with a high degree of initiative and
independence, work cooperatively with others, meet strict deadlines, able to analyze financial
statements and make logical and reasonable funding recommendations.

40% Monitor SDWO financial assistance programs from applications to funding activities, and ensure
compliance of regulations and guidelines, requirements are satisfied, and deadlines are met.
Provide regular updates of project status to funding partner, the California Department of Public
Health (CDPH). Perform audits of the SDWO programs.

20% Review, analyze, research to determine an application meets program and credit eligibility criteria.
Determine the derivation and adequacy of the proposed loan repayment source and security.
Prepare written financial reports making recommendations to approve or deny financial assistance
requests. Provide technical assistance to water suppliers about the financial assistance programs.
Regularly monitor assigned projects status by using an Excel database tracking system to ensure
proper procedures, requirements and deadlines are complied with.

15% Prepare and issue commitments and contracts for water suppliers. Evaluate the eligibility of
subsequent requests for contract amendments, and request for changes in funding level. Consult
with CDPH, and obtain their agreement for any amendments.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Linda Ng >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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PerT(;%rg oF Activity
15% Work with CDPH in the administration of claims and billings. Review each progress payment

package to verify the mathematical accuracy and eligibility of charges claimed. Submission of
progress payments to CDPH accounting for further processing and payment. This may require
travel.

10% Complete special assignments pertaining to the SDWO financial assistance programs and other
duties as required.

KNOWLEDGE, SKILLS AND ABILITIES

-Experience with processing financial assistance or claim requests

-Knowledge of principles and procedures of general accounting, governmental accounting, public
finance, and financial record keeping.

-Knowledge in SAP.

-Strong written and oral communication skills.

-Proficiently use Microsoft Word and Excel in the performance of financial analytical work.
-Ability to be detail oriented and thorough in carrying out assigned responsibilities.
-Ability to work cooperatively and in coordination with other staff, state and local agencies.
-Ability to establish priorities among competing requirements.

-Ability to work with minimal supervision, on a self-directed basis, and in a team effort.
-Maintain consistent, regular and predictable attendance.
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POSITION SUMMARY
Under the direction of the Chief, Safe Drinking Water Office (SDWO), the incumbent is responsible to performs varied and critical services related to the SDWO's various financial assistance programs.   The Safe Drinking Water Office provides financial assistance to local agencies & public or private water systems to meet the State drinking water standards.

ESSENTIAL FUNCTIONS 
This position requires the incumbent to perform tasks with a high degree of initiative and independence, work cooperatively with others, meet strict deadlines, able to analyze financial statements and make logical and reasonable funding recommendations.

Monitor SDWO financial assistance programs from applications to funding activities, and ensure compliance of regulations and guidelines, requirements are satisfied, and deadlines are met.  Provide regular updates of project status to funding partner, the California Department of Public Health (CDPH).  Perform audits of the SDWO programs.

Review, analyze, research to determine an application meets program and credit eligibility criteria.  Determine the derivation and adequacy of the proposed loan repayment source and security.  Prepare written financial reports making recommendations to approve or deny financial assistance requests.  Provide technical assistance to water suppliers about the financial assistance programs.  Regularly monitor assigned projects status by using an Excel database tracking system to ensure proper procedures, requirements and deadlines are complied with.  

Prepare and issue commitments and contracts for water suppliers.  Evaluate the eligibility  of subsequent requests for contract amendments, and request for changes in funding level.  Consult with CDPH, and obtain their agreement for any amendments.
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10%
	activity2: Work with CDPH in the administration of claims and billings.  Review each progress payment package to verify the mathematical accuracy and eligibility of charges claimed.  Submission of progress payments to CDPH accounting for further processing and payment.  This may require travel.

Complete special assignments pertaining to the SDWO financial assistance programs and other duties as required. 



KNOWLEDGE, SKILLS AND ABILITIES
-Experience with processing financial assistance or claim requests
-Knowledge of principles and procedures of general accounting, governmental accounting, public finance, and financial record keeping.
-Knowledge in SAP.
-Strong written and oral communication skills.
-Proficiently use Microsoft Word and Excel in the performance of financial analytical work.
-Ability to be detail oriented and thorough in carrying out assigned responsibilities.
-Ability to work cooperatively and in coordination with other staff, state and local agencies.
-Ability to establish priorities among competing requirements.
-Ability to work with minimal supervision, on a self-directed basis, and in a team effort.
-Maintain consistent, regular and predictable attendance.

	supervisor name: Linda Ng
	employee name: 


